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Ordering Vaccine in ASIIS

Step 1: On the left hand side of your screen, click on the Orders/Transfers then Create/View
Orders button. The following screen will appear:
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Step 2: Click on the Create Order button.




Step 3: For each vaccine, enter Doses Used Last Month, Physical Inventory, and Order

Quantity as demonstrated in the picture below:
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NOTE: You must enter Doses Used Last Month and Physical Inventory whether you are

ordering the vaccine or not.

Step 4: Click on the “Submit Order” button:
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Step 5: The following screen will appear indicating your order has been sent to the state and is
pending state approval.
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NOTE: Common Reasons for Denied Orders:

v Bad temperature logs

v Ordering too frequently (more than once per month)

v" Not faxing Temperature logs, VFC Eligibility and KidsCare Accountability forms
before placing your order (1 day prior to ordering and they have to be up-to-date)

v"Inventory not reported for all VFC Vaccine received

NOTE: Remember to inactivate expired vaccines when doing your reconciliation in ASIIS



Adding Vaccine to Your Inventory

Step 1: On the left hand side of the page, click on Orders/Transfers and then click on
Create/View Orders
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Step 2: Select the approved order by clicking on the arrow under the “Inbound Orders”
heading:
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Adding Vaccine to Your Inventory

Step 3: Enter the Receipt Quantity, Rejected Quantity, Lot Number and Expiration Date for
each vaccine and then click on the Receive button:
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Note: The Varicella vaccine can take from 4-6 weeks to receive. Because of this, you may
receive all other vaccines first. When accepting your order in ASIIS you want to put 0 in the
Receipt Quantity, the amount you ordered in the Rejected Quantity and in the Reason for
Rejecting drop down you will select “Shipment is Incomplete”. When you finally receive your
Varicella vaccine, repeat Step 3 to accept.

Please fax your temperature logs, VFC Eligibility and KidsCare
Accountability form before you submit your VOMS order.




